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1 INTRODUCTION 
 
1.1  Our staff are our most important asset. With this in mind, NHS Coventry and Warwickshire Integrated 

Care Board (“the ICB”) is committed to maintaining and enhancing a positive reputation as an 
employer, from recruitment until the last day of employment and beyond.  

 
1.2  An effective exit procedure not only ensures that the practical matters arising from an employee’s 

resignation are dealt with efficiently, it also gives individuals an opportunity to provide feedback on 
their perceptions of the ICB as an employer. This is valuable information which may be used 
constructively to enhance employment practices and attract the best calibre of employees in order to 
fulfil our aim of providing high-quality healthcare services. 

.  
2  PRINCIPLES 
 
2.1  To ensure that the ICB adopts a consistent approach to managing all aspects of the process of 

employees exiting the organisation. 
 
2.2  To ensure that reasons for employees leaving the organisation are actively explored through the 

process of independent exit interviews and information gathered is analysed and used to highlight 
good practice and influence improvements in areas where these may be required. 

 
2.3  To establish controls regarding the provision of references to other organisations, ensuring that 

references provided are fair and consistent and contain only information that can be objectively 
verified. 

 
3  RESPONSIBILITIES 
 
3.1  Line Manager Responsibilities 

• Ensure that they understand their obligations within this policy. 
• Ensure that all staff are aware of this policy and understand their entitlements and obligations 

within this policy. 
• Promote and implement employment practices in accordance with this policy, supporting staff 

wellbeing and enabling a healthy work/life balance. 
• Process all paperwork in a timely manner, keeping a record in the employees personnel file. 
• Seek help and advice from HR when matters are complex or further guidance is required. 

 
3.2  Employee Responsibilities 

• Ensure that they understand their obligations within this policy. 
• Understand their entitlements in line with this policy, their employment contract and if applicable 

personal circumstances. 
• Submit all paperwork in a timely manner. 
• Seek help and advice from their line manager or HR when matters are complex or further 

guidance is required. 
 
3.3  Human Resources Responsibilities 

• Ensure that the ICB has robust HR policies and procedures in place which are legally compliant 
and adhere to the principles of fairness, equality and diversity.  

• Advise the ICB via the designated Senior Manager of any non-compliance with this policy for 
consideration of further action. 

• Provide support to Line Managers in the implementation and application of this policy. 
 
4  PROCESSING A RESIGNATION 
 
4.1  The Line Manager acknowledges the resignation in writing and provides a copy of the Exit 

Questionnaire to the employee.  Appendix 1 provides a template which can be used for the letter.  
Appendix 2 of this policy is the questionnaire that should be issued.  
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4.2  The Line Manager completes the HR4 Notice of Termination Form, confirming the date of the  
employee’s last working day and details of any annual leave outstanding and facilitates its 
Authorisation. 

 
4.3  The Line Manager forwards the fully completed HR4 Notice of Termination Form, Resignation Letter 

and Acknowledgement Letter to People Services for processing, ensuring Payroll Deadlines are met. 
 
4.4  When a member of staff leaves, the Line Manager must ensure appropriate steps are taken to assist 

their exit, and to ensure the relevant paperwork and ICB belongings are returned by the employee. 
The leaver’s checklist in Appendix 3 will assist this process. 

 
 
5  EXIT QUESTIONNAIRES 
 
5.1  All individuals who are voluntarily leaving the organisation should be given an exit questionnaire 

(Appendix 2) to complete and return directly to HR. 
 
5.2  Once the completed questionnaire is received, HR will collate the information received, analyse trends 

and report findings on a statistical basis as required.  
 
6  EXIT INTERVIEWS 
 
6.1  All employees voluntarily leaving their employment are invited by the Human Resources department 

to participate in an independent Exit Interview; this should be requested by the employee using the 
Exit Questionnaire form. 

 
6.2  In order to ensure that staff feel confident enough to make constructive comments, the interview will 

be conducted by an appropriate member of the Human Resources team. 
 
6.3  The interview will be conducted in the strictest confidence and details of any feedback to be provided 

to the Line Manager will be agreed directly with the employee as part of the process. Where comments 
made relate to behaviour/actions/performance of the Line Manager and/or his/her running of the 
department, feedback will be provided to the appropriate Senior Manager. 

 
6.4  The Human Resources department will provide agreed structured feedback to the Line Manager or 

appropriate Senior Manager. The Line Manager/Senior Manager will inform the Human Resources 
department of any action(s) taken as a result of the feedback. 

 
6.5  The Human Resources department will collate information based on exit interview outcomes in order 

to provide statistical data for review by the Clinical Quality and Governance Committee at agreed 
reporting intervals. Data provided will identify any general or specific areas of concern and highlight 
any emerging trends that may require further investigation and/or action. Details of action taken as a 
result of exit interview feedback will be reported in an anonymised format. 

 
7  RETIREMENT 
 
7.1  This section of the policy is designed to assist employees who are considering retirement, or have 

taken the decision to retire from service, and outlines the options available and support that can be 
expected from management.  

 
7.2  When considering retirement options employees should bear in mind the potential impact on their 

pension and seek independent financial advice.  
 
7.3  General information on retirement options and benefits is available from the NHS Pensions website 

www.nhsbsa.nhs.uk/pensions   
 
7.4  Employees should bear in mind that NHS Pensions requires a minimum 3-4 months’ notice of any 

request for payment of pension benefits. 

http://www.nhsbsa.nhs.uk/pensions
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7.5  Employees who have decided that they wish to retire or are considering retirement, particularly flexible 

retirement, should discuss their plans initially with their line manager.  
 
 Normal age retirement  
 
7.6 Employees wishing to fully retire from work must resign from their employment, giving the appropriate 

contractual notice. They will be expected to take all accrued annual leave prior to their leaving date.  
 
  Flexible Retirement 
 
7.7  Flexible retirement provides flexibility regarding the age at which an employee retires, the length of 

time it takes to retire and the nature and intensity of work in the lead up to final retirement. It assists 
the ICB by retaining the skills of key employees who are approaching, or are at, retirement age and 
provides a greater choice for employees.  Paragraphs 7.8 – 7.11 below provide more details on how 
a person may do this. 

 
  Pre-retirement wind down (existing post)  
 
7.8 An employee approaching their retirement may wish to gradually reduce the number of hours they 

work leading up to their actual date of retirement.  
 
7.9  The employee should put their request in writing to their line manager, clearly outlining their proposed 

work pattern, start date and retirement date.  
 
7.10  Requests will be considered in line with the procedure in the Flexible Working policy and judged on 

the basis of business needs.  
 
7.11 If a reduction in hours is agreed, the employee will be paid pro rata to hours worked.  
 
  Pre-retirement step down (less demanding role)  
 
7.12 An employee approaching retirement may request to continue working in a less demanding role.  
 
7.13 The employee should put their request in writing to their line manager, clearly outlining their proposed 

role, hours of work, start date of the arrangements and retirement date.  
 
7.14 Requests will be considered in line with the procedure in the Flexible Working policy and judged on 

the basis of business needs.  
 
7.15  If a change in role is agreed, the employee will be paid the appropriate rate for that post. If there is a 

reduction in working hours, the employee will be paid pro rata to hours worked.  
 
7.16  Employee’s should refer to NHS Pension to see how this would affect them and it would be advisable 

to seek independent financial advice before making a decision.  
 
  Retire and Return to work  
 
7.17  Under the provisions of the NHS Pension Scheme, employees have the option to retire from service 

and take all their pension benefits before returning to NHS employment.  
 
7.18  Employees considering this option, who have NHS Pension Scheme membership prior to 5th April 

1997, must request the Guaranteed Minimum Pension (GMP) check from a Pensions Officer at SBS 
Payroll in the first instance. Retirement cannot go ahead unless the GMP check has been passed.  

 
7.19  Employees considering this option, and who wish to return to ICB employment, must make their 

request in writing, to their line manager, as far in advance as possible. The request must include the 
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proposed retirement date and when, and in what capacity, the individual would like to return to work 
afterwards.  

 
7.20  Requests to return to work will be considered in line with the procedure in the Flexible Working policy, 

judged on the basis of business needs.  
 
7.21  If the request is agreed, there must be at least a 2-week break between employments, to include a 

minimum 24-hour break in pensionable employment to satisfy the requirements of the NHS Pension 
scheme.  

 
7.22  Members of the 1995 section must work less than 16 hours per week within one calendar month of 

retirement, and/or be under the normal retirement age, to avoid their pension being suspended. This 
restriction does not apply to members of the 2008 section.  

 
7.23  Employees who are in receipt of any earnings related protection will lose that protection on their return 

to work following the break in service.  
 
7.24    Once an employee retires and receives their pension benefits in relation to their NHS service, this 

service will no longer be counted as ‘reckonable’ for redundancy purposes (para 16.6 of NHS Terms 
and Conditions). Where an employee takes their pension benefits and returns to work at the ICB, 
reckonable service will begin from the date of return to employment after the break in service.  

 
7.25    Employees who retire and take their pension benefits before returning to work will not be able to re-

join the NHS Pension Scheme.  
 
 Draw down (partial retirement)  
 
7.26   A key feature of both the 2008 Section and 2015 Scheme is the provision for partial retirement, or 

‘draw down’. On reaching age 55 members become eligible to take some of their pension if the annual 
rate of their pensionable pay is reduced by 10% or more of their pensionable pay received in the 
preceding 12 months. This also applies to members who wish to draw down part of their pension for 
a second time. They are not required to have a break in employment in order to claim their drawn 
down benefits. Benefits can be drawn down twice before final retirement.  

 
  Voluntary early retirement (VER)  
 
7.27  An employee may opt to take VER at any time from the minimum pension age applicable to the 

scheme they are, or have been, a member of provided they have at least 2 years membership.  
 
7.28  An estimate of pension benefits can be requested directly from NHS Pensions. Final figures will also 

be calculated by NHS Pensions. Employees considering VER, who have NHS Pension Scheme 
membership prior to 5th April 1997, must request the Guaranteed Minimum Pension (GMP) check 
from SBS Pensions. VER cannot go ahead unless the GMP check has been passed.  

 
7.29  To leave employment due to voluntary early retirement, the employee must resign from their 

employment, giving the appropriate contractual notice. They will be expected to take all accrued 
annual leave prior to their leaving date.  

 
 Late retirement  
 
7.30  Employees who remain in employment beyond the normal retirement age, and remain in the NHS 

Pension Scheme, may continue to earn benefits to age 75 or until they reach 45 years membership. 
There are no provisions to increase benefits for members of the 1995 section if they are paid late. 
Members of the 2008 section will have any pension earned before age 65 increased to take account 
of the fact that it is being paid later than the normal retirement age.  

 
 Ill Health Retirement  
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7.31  When an employee becomes incapable of carrying out their duties on a permanent basis, and no 
reasonable adjustments can be made or suitable alternative employment secured (see Redeployment 
policy), the employee may wish to apply to NHS Pensions for retirement on the grounds of ill-health. 
This option is only available to employees who have two years continuous pensionable NHS service. 

 
7.32 If an application for ill-health retirement is made, this constitutes a mutual decision that the employee 

is unable to fulfil their contractual obligations due to their ill-health condition and therefore a 
termination date will be agreed between the individual and their line manager.  

 
7.33  Where ill-health retirement is identified as an option, the employee will be provided with an estimate 

of pension benefits via Human Resources team or from a Pensions Officer at SBS Payroll. The 
application must be made on the appropriate form (AW33E) which is available from the NHS Pensions 
Agency. 

 
7.34 Medical advisers, appointed by NHS Pensions, will assess the available medical evidence and will 

confirm whether the employee is permanently incapable of carrying out either their present NHS duties 
or any regular work. A Tier 1 or enhanced Tier 2 pension may be paid dependent upon this decision. 
Further information may be obtained from an HR Adviser in the first instance.  

 
8          DISMISSALS 
 
8.1  Where an employee has been dismissed by the ICB, the individual will not be required to complete 

an exit questionnaire or be invited to participate in an exit interview. 
 
8.2  HR will support the completion of the HR4 – Notice of Termination form. 
 
9          DEATH IN SERVICE 
 
9.1 Where the death of a member of staff is reported, HR should be contacted immediately. They can 

then assist with any NHS Pensions requirements. 
 

9.2 The line manager should complete the HR4 – Notice of Termination form and return this to People 
Services 
 

10 REFERENCE REQUESTS 
 
10.1  Under current legislation and case law the ICB has a duty of care both to the prospective new 

employer and to the employee to ensure that any reference provided is not only factually accurate, 
but also fair and not misleading in the overall impression it gives to the recipient. 

 
10.2  All references provided will be limited to factual information relating to an individual’s employment with 

the ICB. Subjective opinions regarding suitability for any future post with another employer will not be 
given. 

 
11 EQUALITY 
 
11.1 In applying this policy, the ICB will have due regard for the need to eliminate unlawful discrimination, 

promote equality of opportunity, and provide for good relations between people of diverse groups, in 
particular on the grounds of the following characteristics protected by the Equality Act (2010); age, 
disability, sex, gender reassignment, marriage and civil partnership, pregnancy and maternity, race, 
religion or belief, and sexual orientation, in addition to offending background, trade union membership, 
or any other personal characteristic.  

 
  
12        MONITORING AND REVIEW 
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12.1 This policy and procedure will be reviewed periodically by Human Resources in conjunction with 
operational managers and staff representatives.  Where review is necessary due to legislative change, 
this will happen immediately. 

  
12.2 Implementation and operation of this policy will be monitored on an annual basis by the ICB 

Leadership Team.  It will also be assessed on an ongoing basis as part of the monthly review of 
performance of ICBs and the annual governance review of ICBs undertaken by the NHS England ICB 
Transition team. 

 
13 COUNTER FRAUD AND CORRUPTION  
 
13.1 The ICB is committed to reducing fraud in the NHS as it diverts valuable resources away from patient 

care. Therefore, consideration has been given to the potential for fraud and corruption to occur in 
relation to this policy and what action should be taken. 

 
13.2 The ICB will, where there is a suspicion of fraud and/or where fraudulent information may have been 

provided, investigate the matter in line with the ICB’s Counter Fraud, Bribery and Corruption Policy 
and Disciplinary Policy.  

 
13.3 Any concerns over deliberate misapplication of the policy should be reported to: 

• ICB’s Counter Fraud Specialist or Chief Finance Officer 
• Tel: National Fraud and Corruption reporting line on 0800 028 40 60 
• Online at http://cfa.nhs.uk/reportfraud. 

 
14 DATA PROTECTION 
 
14.1 In applying this policy, the ICB will have due regard for the Data Protection Act 2018 and the 

requirement to process personal data fairly and lawfully and in accordance with the data protection 
principles. Data Subject Rights and freedoms will be respected, and measures will be in place to 
enable employees to exercise those rights. Appropriate technical and organisational measures will be 
designed and implemented to ensure an appropriate level of security is applied to the processing of 
personal information. Employees will have access to a Data Protection Officer for advice in relation 
to the processing of their personal information and data protection issues. 

  

http://cfa.nhs.uk/reportfraud
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Appendix 1: Sample Acknowledgement of Resignation Letter 
 
[Date] 
 
[Recipient's name] 
[Recipient's address] 
[Recipient's town] 
[Recipient's postcode] 
 
Dear NAME 
 
This letter acknowledges receiving your letter, dated DATE, whereby you have declared you wish to resign 
from the position of JOB TITLE effective from DATE. 
 
You are contractually obliged to give NUMBER months’ notice. 
 
SELECT FROM FOLLOWING 3 OPTIONS; 
 
OPTION 1:  
I am now in a position to inform you that your resignation has been accepted and you will be relieved of your 
responsibilities at the end of your last working day on DATE.  
 
OPTION 2:  
I note that you have requested that the Integrated Care Board waiver your contractual notice and allow you 
to leave on DATE.  Upon consideration of the needs of the service and the level of handover required I am 
ABLE/UNABLE to accommodate this.   
 
IF “UNABLE”, GIVE A BRIEF EXPLANATION WHY. 
 
I am now in a position to inform you that your resignation has been accepted and you will be relieved of your 
responsibilities at the end of your last working day on DATE.  
 
OPTION 3:  
Before accepting your resignation I would like to respond to concerns raised.   
 
CONSTRUCTIVELY ADDRESS AREAS OF CONCERN RAISED.  
 
In light of my response, I would like to provide you with an opportunity to consider whether you still wish to 
resign from your position.  If I have not heard otherwise by DATE, I will assume it remains your decision to 
resign and I confirm that your last date of employment will be DATE.   
 
SELECT FROM FOLLOWING 2 OPTIONS: 
 
OPTION 1:  
I note that, by this date, you will have accrued NUMBER DAYS'/HOURS holiday. You have already used or 
booked NUMBER DAYS'/HOURS holiday in this holiday year, leaving you with NUMBER days left. Please 
arrange to use this annual leave between now and your final date of employment. If this is not possible, NHS 
Coventry and Warwickshire Integrated Care Board will make a payment in lieu of any unused holiday. 
  
OPTION 2:  
I note that you will have used NUMBER DAYS'/HOURS holiday in excess of the annual leave that you will 
have accrued by your final date of employment. You have already used NUMBER DAYS'/HOURS holiday in 
this holiday year, but you will have accrued only NUMBER DAYS'/HOURS by the time you leave us. You will 
be required to reimburse the Integrated Care Board for this additional leave that you have taken. I will 
therefore request that payroll deduct the amount owed from your final salary payment.  
 
I would like to remind you that you are still bound by the obligations and restrictions set out in your contract 
of employment.  
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Enclosed with this letter, is an Exit Questionnaire, please complete this form and return it directly to the 
Human Resources Team. 
 
Prior to your departure I will arrange with you a time to complete the ESR leavers form as well as arrange for 
you to return all Integrated Care Board property including your identity badge. 
 
Please do not hesitate to contact me if you have any queries. 
 
I wish you all the best in your new endeavors. 
 
Yours sincerely 
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Appendix 2 – Employee Exit Questionnaire – ICB  
 

Please return to ICB.HR@nhs.net  
 
 
 

Name (Optional)       
Contact Details (Optional)       
Job Title       
Location/Department       
Dates of Employment From:        (mm/yy) Until:       (mm/yy) 

 
a.  What attracted you to the ICB initially?  
      
b. What part/s of your job did you find most enjoyable/satisfying? 
      
c.  What part/s of your job did you find least enjoyable/satisfying? 
      

 

Please grade the following aspects in accordance with your experiences working for the ICB: 
 Very Good Good Fair Poor Very Poor 
Terms & Conditions      
Flexible Working Conditions      
Induction      
Training Opportunities      
Career Opportunities      
Management Style (Local)      
Management Style (National)      
Working relationships      
Workload      
Team Morale      
Physical Work Environment      
Commuting Arrangements  
(i.e. parking/bus routes/street 
lighting) 

     

 

c.  Have you had an appraisal/IPR within the last 12 months? 
 Yes If yes, how satisfied were you with the outcome? 

  Very satisfied.    Fairly satisfied  Not satisfied. 
 Other opinion (please explain)       

 No If no, when was your last appraisal/IPR?       (mm/yy)   Never had one 
 

If you have any further feedback you would like to provide, please do so on a continuation sheet. 
Alternatively, if you would like to have an exit interview with HR or the ICB’s Freedom to Speak Up guardian (FSUG) 
this can be requested by using this form.  (Please ensure contact details are provided in order to allow for this to be 
arranged.) 
 
Please select as appropriate below. 
☐ Feedback complete  ☐ Continuation sheet attached ☐ Request to meet HR  ☐ Request to meet with FSUG 
 
Signed:       

 
Date:       

 
Thank you for taking the time to complete this form. 

The information you provide within this form will be entered onto a database which is used to generate regular reports 
for the HR team and ICB Board.  These reports will highlight general themes and issues and will not include any data 

which would enable individuals to be identified. 
 
 
 
 

Appendix 3 – Leavers Checklist 
 

mailto:CCG.HR@nhs.net


NHS Coventry and Warwickshire Integrated Care Board, Employee Exit Policy,1 July 2022 V1.0 
Review Date: April 2024 

Page 13 of 13 

 

This checklist provides an overview of the many things that need to be considered when a member of staff leaves a 
position in the organisation, even when they are moving internally. The Employee’s Line Manager is responsible for 
ensuring everything within the checklist is considered and that appropriate action is taken. 
 

Things to do before they leave 
 

 Check written notice received and liaise with HR if any concerns are raised within 

 Check correct notice period given 

 Agree the last working day 

 Complete a Leavers Form and return to HR 

 Conduct an Exit Interview (if appropriate) 

 Calculate annual leave entitlements and ensure annual leave and flex leave are used up 

 Ensure that any recent sickness absence has been recorded 

 Plan communication that employee is leaving to others 

 Initiate recruitment of replacement or of duties 

 Plan handover 

 Hard copy records and files organised for handover 

 ICT records and files 

 Have hand-over meeting with new starter or appropriate member of staff / manager 

 Housekeeping of electronic records eg: H:drive 

Last Day 
 Ensure they have returned their ID Badge / Proximity Card(s) 

 Ensure they have returned their Smartcard if leaving the NHS and inform ICT. 

 Ensure they have returned any parking permit (if appropriate) 

 Ensure they have returned any ICT equipment and deactivated voicemail i.e. a laptop, mobile phone, USB 
flash drive and office equipment provided for home use 

 Ensure all other work related equipment is returned e.g. safety equipment 

 Ensure other such equipment is returned (if appropriate) 

 If the employee leaving uses a computer, then please contact ICT to arrange for accesses to be removed. 
 • Remove log-on for the ICB’s network 

 • Remove Access to Outlook and NHS.net email addresses linked to the ICB. 

 • Remove access to specialist systems, software and VPD 105 Access from Smartcard if staying in 
NHS. 

 Email communications@crwnccg.net to remove access for ICB intranet log-on 

 If the leaver is an approver (for any system i.e. expense/cards/purchase cards/ESR etc.) advise the relevant 
area of their replacement & applicable date 

 Ensure they tidy their desk and remove all personal possessions 

 
 

mailto:communications@crwnccg.net
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